
Navigate to the OPI Reporting Center by clicking on this link:  
 

https://data.opi.mt.gov/opireportingcenter/  

You need to initially establish a password by clicking on the 
Forgot Your Password link in the Log In box. Enter your 
username, and select Submit. This will generate a password 
that will be sent to the email account we currently have on 
record for you. When you receive the password you can 
highlight it with your mouse and right‐click, select Copy, then 
go back to the OPI Reporting Center log in page, enter your 
User Name, right‐click in the Password field and select Paste. 
You can utilize the Forgot Your Password link each time you log 
in, if necessary.  
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cp8034
Callout
Log In with your user name e-mailed to you 10/6/2011 by aboehm@mt.gov



 Under AIM Student Reports, Certification Reports, select either the Cohort 

Dropout or Graduate Report. You must select the dropout report for both 

High School and 7‐8 schools.  

 
 

 Schools with only grades K‐8 do not need to submit the Graduate 

or Cohort Certification Reports, (as it they are only for High School 

districts).  
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Callout
Only those district with grades 9-12

cp8034
Callout
All districts with grade 7 and higher

cp8034
Callout
Only those districts with grades 9-12



� Select a district you want to start with. � Select 'Print to PDF' to view the report. 

� It takes approximately 1 minute for the report to run.  

 
 

 File Download dialog box is displayed. 
 

 Select 'open' to view the file or 'save' to save a copy to your computer. 
 

 Print a hard copy of the report from Adobe. 
 
 
 

 
 

 
 

cp8034
Callout
Used for sorting records

cp8034
Callout
Used for viewing and printing final report (for sign off)



 

 Changes to the data must be made in your district's AIM site (or your  
Infinite Campus District Edition).   
 

 If a student is marked as a dropout and should not be 
o Change the students End Status to the appropriate,non‐300 series, 

code 
o Remove the two digit Dropout Reason 

 If a student is not included on the report but should be 
o Change the student's End Status to the appropriate, 300 series 

code 
o Chose the most appropriate Dropout Reason from the drop down 

menu 
 

 

 

 Changes made in AIM go through a nightly load process into the data file 

used to generate the reports and will not appear in the OPI Reporting 

Center until the next day. 
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cp8034
Callout
Look over the list of dropouts to see if they and the coding are accurate



Confirm dropout numbers by grade and total by school, sign the confirmation 

page and send back to the OPI. 

 

 

 

 

When correct please mail a copy of the signature page to the address indicated 

above. 
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cp8034
Callout
Confirm numbers

cp8034
Callout
By grade

cp8034
Callout
Have authorized representative sign

cp8034
Callout
When correct please mail, just the signature page, to this address



Look over the list of graduates to see if they and the coding are correct. 
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cp8034
Callout
Look over the list of graduates to see if they and the coding are accurate



Confirm graduation numbers by grade and by school sign the confirmation page 

and send back to the OPI.  

 

 

 

 

 

 

 

When correct please mail a copy, of this page only, to the address indicated 

above. 
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cp8034
Callout
Confirm numbers

cp8034
Callout
By grade

cp8034
Callout
Have authorized representative sign

cp8034
Callout
When correct please mail, just the signature page, to this address



 

For the Cohort Certification Report: 

 

Look over the list of students in cohort who graduated. 
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cp8034
Callout
New for Fall 2011

cp8034
Callout
What is the Cohort Certification Report?

cp8034
Callout
Why are we collecting data this way?  

cp8034
Callout
What we need you to do

cp8034
Callout
Look over the list of students in the cohort who graduated and see if they and the coding are accurate

cp8034
Callout
Click on to see what the various codes mean



 

Look over the list of students in cohort who dropout out 

 

 

Look over the list of students still in cohort who have not dropped out or graduated 

 

 

List of Students not included in cohort 
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cp8034
Callout
Members of the cohort of 2011 who dropped out 

cp8034
Callout
Members of the 2011cohort who have not graduated and have not dropped out

cp8034
Callout
Students who have left the 2011 cohort to attend out of state, private, or home school, or passed away



 

Have the Authorized Representative for the District sign the confirmation page 

 

 

 

 

 

Mail the signed confirmation page to the address indicated above.   
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cp8034
Callout
Confirm numbers

cp8034
Callout
By school

cp8034
Callout
Have authorized representative sign

cp8034
Callout
When correct please mail, just the signature page, to this address




